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ABSTRACT 

The generei.1 purpose of the occupational analysis is 
to provide workable, basic information dealing with the many and 
varied duties performed in the auto parts counterperson occupation. 
The -bccupatiohal analysis will apply also to the auto parts jobber, 
as well as the auto dealer, parts retailer, warehouse distributor, 
and specialist. The document opens with a brief introduction followed 
by a job description. The bulk of the' document is presented in table 
form. Seven drties are broken down into a number of tasks and for 
each task a two-page table is presente^, showing on the first page: 
tools, Equipment, materials, objects acted upon; performance 
knowledge (related also to decisions, cues and errors) ; 
safety-rhazard; and on the second page: science; math — number 
systems; and communication (performance modes, examples, and skills , 
and concepts). The duties include: selling of machine and services; 
-TBipping, receiving, stocking, and icataloging of merchandise; 
controlling inventory; and merchandising of products and services. An 
outline of basic arithmetic skills and conc^epts is appended. (BP) ^ 
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FOREWORD 



The occupational analysis project was conducted by The Instructional Materials Laboratory, Trade 
and Industrial Education, The Ohio State University in conjunction with the State Department of 
Education, Division of Vocational Education pursuant to a grant from the U.S. Office of Education. 

The Occupational Analysis project was proposed and conducted to train vocational educators in the 
techniques of making a comprehensive occupational analysis. Instructors were selected from Agricul- 
ture, Business, Distributive, Home Economics and Trade and Industrial Education to gain experience 
in developing analysis documents for sixty-one differenct occupations. Representatives from Business, 
Industry, Medicine, and Education were involved with the vocational instructors in conducting the 
anajysis process. 

The project was conducted in three phases. Phase one involved the planning and development of the 
project strategies. The analysis process was based on sound principles of learning and behavior.. 
Phase two was the identification, selection and orientation of all participants. The training and work- 
shop sessions constituted the third phase. Two-week workshops were held during which teams of 
vocational instructors conducted an analysis of the occupations in which they had employment 
experience. The instructors were assisted by both occupational consultants and subject matter spe- 
cialists. 

The project resulted in producing one hundred two trained vocational instructors capable of con- 
ducting and assisting in a comprehensive analysis of various occupations. Occupational analysis data 
weife generated for sixty-one occupations.' The analysis included a statement of the various tasks per- 
formed in each occupation. For each task the following items were identified: tools and equipment; 
procedural knowledge; safety knowledge; concepts and skills of mathematics, science and com- 
munication neejied for successful performance in the occupation. The analysis data provided a basis 
foL.gen^ating instructional materials, course outlines, student performance objectives, criterion 
measures as well as identifying specific supporting skills and knowledge in the academic subject 
areas. 



PREFACE 



This analysis does not intend to limit the duties or responsibilities of a 
Counterperson. It attempts to describe a basic function, consistent with the 
auto parts industry. This occupational analysis will apply to the Auto Parts 
Jobber as well as the Auto Dealer, Parts Retailer, Warehouse Distributor, 
and Specialist, Because each company sets its own business policy, manage- 
ment, supervisory, and service duties are not attempted in this text. How- 
ever, the wide variety of duties and tasks of a Counterperson are described 
in lay language. 
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Job Description 



An auto parts counterperson sells and merchandises auto replacement parts, 
accessories, and services to the automotive repair service industries and 
retail consumers. The counterperson is responsible for delivering, receiv- 
ing, slocking and cataloging of an adequate inventory relative to a particular 
market area. * • 
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Duty: A 

Selling of merchandise and services 
Task 

1. Greet the customer 

2. Interpret customer needs 

3. Write pertinent information pertaining to sale and refer to catalog 

4. Write pertinent information from catalog 

5. Pull stock fi^om inventory 

6. Confirm merchandise requested ^ 

7. Fill out sales invoice ! 

8. Package the merchandise | 

9. Sell related merchandise or service^ 

10. Close sale on invoice ' 

11. Service the customer 

12. Answer the telephone ^ 

13. Learn product knowledge , 
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Duty: B 

Shipping of merchandise 
Tasks: 

1. Determine customer location and route delivery 

2. Instruct the driver 

3. Check in driver on return 

4. Supervise safety standards for delivery 

5. Instruct driver on proper vehicle maintenance 
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Duty: C 



Receiving of merchandise 



task: 



1. Receive merchandise 

2. Sign delivery copy 

3. Inspect merchandise 

4. Sign off packing list 

5. Learn basic product knowledge 

6. Handle core and exchange merchandise returned 
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Duty: D 



Controlling, Inventory 
Task: 

1. Collect incoming and outgoing merchandise data 

2. Post inventory control 

3, Purchase appropriate merchandise 

4, Check physical inventory 
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Duty: E. 



Slocking merchandise 

lask: / 

1. Examine merchandise lor damage and label 

2. Put slock'in proper sections 

3/ Supervise safely standards for slocking 
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Puty: F 

Cataloging of Merchandise 
Task: 



7 



Arrange catalogs and price sheets alphabetically according to 
manufacturer 

Keep price schedules and sales policies current 

3. Keep current supplements and sales promotion copy in catalog 

4. Keep customer address and credit file current 

5. Make return of deleted manufacturer's items 

6. Make corrections and deletions to catalog and inventory file as 
required 

7. Report changes to other personnel 

8. Keep current warranty policies 

9. Assemble new information for salesperson 

10. Chock the accuracy of the sales invoice 
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Duty: G 



Merchandising of products and service 
Task: 

1. Keep current on competitive advertising and promotion 

2. Make recommendations on product or service to be advertised 

3. Set "up point of sale displays and handouts 

4. Supervise or perform housekeeping of display area 
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APPENDIX 

Basic Arithmetic Skills and Concepts 




Set of Real Numbers ' 
Irrationals/ Ration^ls 
Tractions/ Decimals 

lntegers(...-3,-2, -l,0,+U+2, +3, ...) 

Whole Numbers (0, I, 2,,3, . . .) ■ - 

Counting Numbers (I, 2, 3, 4, . . .) ' 

Fundamental Operations (Calculation) , 

Addition algorithm ' . ^ ' 

Subtraction algorithm 
Multiplication algorithm 

Division algorithm ^' , . . • • 

• ' Order of operations, i.e., use of parentheses in simplifymg arithmetic expressions 

Basic Skills * i'l - ^ ^ 

Reduction of fractions 

Changing mixed numbers to improper fractions 

Changing percents to fraction? and fractions to percents . ^ . 
Finding a percent of a numbei- and what percent one number is of another 
Changing fractions to decimals and decimals fractions 
Ratio and proportion — estimat^ion 

Rounding off decimals and whole numbers ^ 
Approximation using scientific notation 

Guess and check method • * 

Rule of thumb <. * 
Property of comparison 

-equality/equivalence 

inequality/ greater than /less than 
Properties of the real number system ^ u- v u/ d t aHHitinn^ 

commutative (order), associative (grouping), distributive (multiplication W.R.T. addition) 

identity of one (x) 
identity of zero (+) 
multiplication by zero 
transitive 

inverses-multiplicative and additive 
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